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Bankruptcy Case Opening
Attorney Users Procedure

These instructions will guide you through the steps to open a bankruptcy case in the
CM-ECF application.

STEP 1 Access the CM-ECF database then left click on the Bankruptcy hypertext
link on the CM-ECF Main Menu Bar.
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ck on the Open a BK Case hypertext link. An OPEN NEW BANKRUPTCY CASE
screen displays. (See Figure 2.)
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Figure 2

The default selection in the Office box is Delaware.

4 The current date is displayed in the Date Filed box.
1 This date cannot be changed.

L 4 Select the correct chapter for the petition you are filing.
1 The default in the Chapter box is 11.
1 If the correct chapter for the petition is NOT chapter 11, left click

the drop down arrow in the Chapter box.

1 Left click the correct chapter number.

L 4 The default in the Joint Petition box is “n” for no.
1 If you are filing a joint petition, left click the drop down arrow in the

Joint Petition box.

1 Left click “y” to select yes.

L 4 The default in the Case Type box is “bk” for bankruptcy.
1 Do NOT change the default entry.

L 4 The default in the Deficiencies box is “n” for no.
1 Do NOT change the default entry.

L 4 Left click [Next] to continue.

STEP 3 The SEARCH FOR A PARTY screen displays. (See Figure 3.)

US Bankruptcy Court, District of Delaware



CM-ECF

BK Case Opening - Attorney - Page 3

STEP 4

Open New Bankruptcy Case

Search for a party

88N |111-22-3333 Tax Id
Last/Business hame |srant

Search | Clear
Figure 3

NOTE: On this screen you will be entering “search clues”. When you
have finished entering the debtor’s information, CM-ECF will search to
see if the debtor has already been added. If the debtor is not in the CM-
ECF data base, you will need to enter information about the debtor. If the
debtor is already in the CM-ECF data base, you will need to review the
debtor information for accuracy and make any needed corrections.

If the debtor in an individual, left click in the SSN box and key the debtors
social security number in the format nnn-nn-nnnn.

If the debtor is a business, left click in the Tax Id box and key the debtors
tax identification number in the format nn-nnnnnnn.

NOTE: If the debtor has both a social security number and a tax
identification number, only key the social security number.

Left click in the Last/Business name box and key the debtor’s last or
business name.

NOTE: Refer to the Style Guide for the correct format and punctuation
rules for individual and business debtor names.

Left click [Search] to continue.

If the debtor is not already in the CM-ECF data base, the message “No

Person Found” displays on the SEARCH FOR A PARTY screen. (See
Figure 4.)

NOTE: If the debtor is already in the CM-ECF data base, follow the procedure in
Attachment A.
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Search for a party

SSN || Tax Id
Last/Business name

Search [ Clear

Party search results

No person found.

Create new party %
Figure 4

L 4 Left click [Create New Party] to continue.

STEP 5 The PARTY INFORMATION screen displays. (See Figure 5.)

E‘ F Banhkruptcy + Adversary + Query + Reports + Utilities + Logout '__:
=

Party Information
Lastname [sramc Firstname [carvy
Middle name [s. Generation Title |
SSN [111-22-3333 992.11.1234 TaxID [
Dffice | Address 1 [703 Koss Road
Address 2 | Address 3
City [fan fmvonio State [tz Zip [rezssomos
County Country [
Phone Fax [ &
E-mail |
ProSe |no - Role [Debtor (db:pty) B
Party text |
[iae | [ Review | ek e St ton
Submit| Cancel| Clear|

Figure5

NOTE: Refer to the Style Guide for the correct format and punctuation
rules for individual and business debtor names, addresses, and State

abbreviations.

L 4 The name you keyed in the Last/Business name box on the previous
screen is already displayed in the Last Name box.
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Use your tab key to advance through the boxes.

If the debtor is an individual, key the debtors first name.

If applicable, key the debtors middle name and generation.

Do not key anything in the Title box.

The social security number or tax identification number you keyed in the
SSN or Tax Id box on the previous screen is already displayed in the
SSN or Tax Id box on this screen.

Do not key anything in the Office box.

Key the debtors mailing address.

Key the state using the standard Postal state abbreviation (in caps.).

Select the appropriate county.

1 Left click the drop down arrow in the County box.
1 Type the first letter of the county name for a faster search.
1 Left click the correct county name to select.

Do not key anything in the Phone box.
Accept the default of “no” in the Pro se box.
Accept the default of “debtor” in the Role box.

Key any debtor title (i.e, a Delaware Corporation, Guardian of the State,
etc.) in the Party Text box.

If the debtor does NOT have an alias, left click [Submit] to continue.

NOTE: If the debtor does have one or more aliases, follow the procedure in
Attachment B.

STEP 6

The BANKRUPTCY STATISTICAL INFORMATION screen displays. (See
Figure 6.)
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Open New Bankruptcy Case
K
Type of debtor [ Individual & Corporation [T Partnership [T Cther
™ Railmad T Stockbroker T Commodity Braoker
Fee status [Paid -] Assetnotice [res -]
Nature of debt [business ] Estimated number of creditors [a008 |
Voluntary [vwluntary - Estimated assets [ssooor-s00000 o
Qrigin |Zero B Estimated debts [E{MNEEkR=ENII] -
Date splittransfer [ Small business [n |
Figure 6
4 Select the type of debtor.
1 If appropriate, left click to un-check the default entry in “Individual”.
1 Left click to check as many check box boxes as appropriate.
L 4 The default in the Fee Status box is “paid”.
1 If the filing fee is to be paid in installments, left click the drop down
arrow in the Fee Status box.
1 Type “i” for installments.
L 4 The default in the Nature of Debt box is “consumer.”
1 If the nature of debt is not consumer, left click the drop down arrow
in the Nature of Debt box.
1 Left click to select “business”, or type “b”.
L 4 The default in the Voluntary box is “Voluntary”.
1 If the petition is involuntary, left click the drop down arrow in the
Voluntary box.
1 Left click to select “involuntary”or type “i".
Always accept the default in the Origin box (“*Original”.)
L 4 Do NOT key a date in the Date Split/Transfer box (leave blank.)
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2 The default in the Asset Notice box is “no”.

1 Always accept the default “no” if the chapter is 7.
1 If the chapter is NOT 7, left click the drop down arrow in the Asset
Notice box.

1 Left click to select “Yes”, or type “y”.
2 The default in the Estimated Number of Creditors box is “1-15".

1 If the correct entry is not “1-15", left click the drop down arrow in
the Estimated Number of Creditors box.

1 Left click to select the appropriate entry.
L 4 The default in the Estimated Assets box is “$0-$50,000".

! If the correct entry is not “$0-$50,000", left click the drop down
arrow in the Estimated Asset box.

1 Left click to select the appropriate entry.

L 2 The default in the Estimated Debts box is “$0-$50,000".

! If the correct entry is not “$0-$50,000", left click the drop down
arrow in the Estimated Debts box.
1 Left click to select the appropriate entry.
L 4 If you are opening a chapter 11 or chapter 12 case, indicate whether or

not the debtor is a small business.
1 The default in the Small Business box is “n” (no).

1 If the correct entry is not “n”, left click the drop down arrow in the
Small Business box.

1 Left click to select “y” (yes).

NOTE: If you are not opening a chapter 11 or chapter 12 case, the Small
Business box will not display on this screen.
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L 4 Left click [Next] to continue.
STEP 7 The Select the pdf document screen displays. (See Figure 7.)
Open New Bankruptcy Case
Selact the pdf document (for example: C:V199cv501-21 pdf)
Filename
|K:\ecm_lnstru:tar_madules\pdf_docum Browse...
Attachments to Document: & No © Yes
Figure 7
L 4 Select the PDF filename of the voluntary petition you are filing.
1 Click [Browse] and locate the file.
1 Double-click the file name.
1 Verify that the path and file name of the document you have
selected displays in the Filename box.
1 Verify the Attachments to Document selection is no.
NOTE: Schedules, Statements of Financial Affairs, and other documents
should be included in a single PDF “primary” document and not submitted
as separate attachments. Chapter 13 plans are a separate docket event.
L 4 Left click [Next] to continue.
STEP 8 An Open New Bankruptcy Case screen displays. (See Figure 8.)

Open New Bankruptcy Case

ALL PETITIONS PAID IN INSTALLMENTS MUST BE ACCOMPANIED BY APPLICATION TO PAY FILING
FEES IN INSTALLMENTS. OTHERWISE, THE FULL FEE WILL BE CHARGED TO YOUR CREDIT CARD
IMMEDIATELY!

With or Without Schedules? Submitto Accept Default or Type Without| With

ATTORNEY FILERS: ENTER CC IN Receipt #.

This filing requires afee, please enter the receipt number and amount paid.
Receipt #: [cc Fee $: |z00

M Clear %
Figure 8
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NOTE: In order to use the CM-ECF application, our court requires each attorney
user to maintain a credit card number in our billing files. When you file a
voluntary petition, the court will bill the attorney’s credit card for the full filing fee
the first working day following the FILED date of the petition. The court will
check to determine if an application to pay filing fees installments was filed the
same day the petition was filed. If so, the court will not charge the filing fee to
the attorney’s credit card.

*

*

The prompt “With or Without Schedules? Submit to Accept Default or
Type Without” is displayed on the screen with the text “with” in the
adjacent text box.

1 If the voluntary petition is being filed WITHOUT accompanying
schedules and statements, left click in the adjacent text box and
key the word “without” to replace the word “with”.

If the voluntary petition is being filed WITH accompanying
schedules and statements, do not change the text in the adjacent
text box.

The prompt “Attorney filers please enter CC in Receipt #” is displayed on
the screen.

1 Left click in the Receipt # box and key “CC” (in caps.).

NOTE: Attorneys must complete this entry even if the filing fee is to be
paid in installments.

Left click [Next] to continue. (See figure 8a.)

Open New Bankruptcy Case

ALL PETITIONS PAID IN INSTALLMENTS MUST BE ACCOMPANIED BY APPLICATION TO PAY FILING
FEES IN INSTALLMENTS. OTHERWISE, THE FULL FEE WILL BE CHARGED TO YOUR CREDIT CARD
IMMEDIATELY!

With or Without Schedules? Submit to Accept Default or Type Without| With

ATTORNEY FILERS: ENTER CC IN Receipt #.

This filing requires a fee, please enter the receipt number and amount paid.
Receipt #: |cc Fee $: J200

Next|  clewr| N
Figure 8a

Verify the accuracy of the docket text.
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L 4 If the docket text is incorrect: left click the browser [Back] button at the
top of screen one or more times to find the screen to be modified.

L 2 To abort or restart the transaction, left click the Bankruptcy Events
hypertext link on the CM-ECF Main Menu Bar.

L 4 Left click [Submit] to continue.

STEP 9 The FINAL APPROVAL screen displays. (See Figure 9.)

Figure 9

Re-verify the accuracy of the docket text.

L 4 If the docket text is incorrect, left click the browser [Back] button at the
top of screen one or more times to find the screen to be modified.

2 To abort or restart the transaction, click on the Bankruptcy Events
hypertext link on the CM-ECF Main Menu Bar.

L 4 Left click [Submit] to continue.

STEP 10 +*;1— Internal CM/ECF Train D atabaze - Metzcape
T File Edit “iew Go Communicator Help
W @ A N e W = @ @ 3
Back Erriard Feload Home Search  Metscape Print Security Shop Stop
w§ " Bookmarks A Location:lhttps: dect-train. deb. ciro3. dondcgi-bindagin. pl 77 25461 58264 1602-L_962_0-1

v J%Instanth‘lessage Internet |’_‘|' Lookup |’_‘|' MewtCoaol FealPlayer

Open New Bankruptcy Case
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Chaprter 7 VWoluntary Petition. Receipt Nuwker O, Fee Mmount §Z00. Filed by ;I
Howard Eugene Harris Jr . (Allen, Cherwyl)

C
E
@)

F
ELECTRONIC FILING screen displays. (See Figure 10.)
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Figure 10

L 4 Click the browser [Print] button to print out the Notice of Electronic Filing
or convert the notice to an .html file.
ATTACHMENT A

STEP Al If the debtor is in the CM-ECF application, the Party search results box
displays. (See Figure 11.)

EE F Bankruptcy  +  Adversary ] + Logout

Search for a party
SSN || Tax Id

Last/Business name

# Internal CM/ECF Train [ (@] x]
= Search | Clear
File Edit “iew Go Commi Q J
- 4 Party search results ks
Back Forard RellGrant, Gary DHW

‘!'Buukmarks \& Log
ﬁlnstantMessage It

Open New Bankr

otice of Bankruptey CaE-M' ell

j @v ‘what's Helated

E

Select name from list | Create new pary

The following transaction was recetved from Allen, Cheryl on 6/6/2001 at 11:38 AN EDT

Case Name: Howard Eugene Harris Ir
Case Number: 01-10005
Document Number: 1

Docket Text:
Chapter 7 Voluntary Petiion. Receipt Mumber O, Fee Amount $200. Filed by Howard Eugene Harris Jr . (4llen, Cheryl)

The following document(s) are associated with this transaction:

Document description:Iain Document

Original filename: C:/Cheryl &'s/Misc ttems. pdf

Electronic document Stamp:

[STAMP bkecfStamp_ID=383460418 [Date=56/6/2001] [FileNumber=33-0] [3789
aed5daaal8430c78067014cc619b3c12e49c8b70aas 2 10813d58cc299bd5918bcated
b39a34ae60b38b0c6ebebes72dfa06dbe03487abeadBa7 16d1ae96]]

01-10005 Notice will be electronically mailed to:

01-10005 Notice will not he electronically mailed to:

g == |Document: Done Elr =Py |
iﬁﬁlalll“ ﬁ g K F% ﬁ m 22 ﬁ |J mNatWare-d...l @Lotus coih...| Windows Medi. | @Exploring-...l KW’DrdF‘elfs.. |I§§Inlemal ||%N%ﬁ 11:45 Ak
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4 If the correct debtor name is displayed:
1 Left click on the correct debtor name to select.
1 Left click [Select name from list] to continue.

L 4 If the correct debtor name is NOT displayed:

1 Left click [Create new party] to continue.

L 4 Return to STEP 5 in the main procedure.
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ATTACHMENT B

STEP B1 To add aliases, left click [Alias] in the PARTY INFORMATION screen.
(See Figure 12.)

Party Information
Gary DHW Grant 8SN:111-22-3333
Office || Address 1 [100 Glen street
Address 2 | Address 3 |
City [som mtomio State [1x | Zip [rezos
County [Seneca | Country |
Phone [ by Fax [
E-mail |
ProSe [no -] Role [Unknown funk:pty) -
Party text |
[iss | [Reviewe ] (i e Suami uton.
Subm\l‘ Can:el| Clear|
Figure 12

STEP B2 The NEW ALIAS INFORMATION screen displays. (See Figure 13.)

Newv Alias Information
Last/Business name First name Middle name |Generation | Role

1 ‘Toal Guy

2 [
3| \
4 || \
5] |

Add aliases Clear [ Click the Add aliases button to return to the Party screen and submit all information for this party

Figure 13

You can add up to five alias names on this screen

L 4 Complete one line for each alias you want to add.

1 Left click in the Last/Business name box.
1 Key the last name of anindividual alias or the business alias name.
1 If the alias is for an individual, left click in the First name, Middle

name and Generation box and key the appropriate information.
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Attachment B con't.

The default in the Role box is “aka” (also known as).

If the alias role is not “aka”, left click the drop down arrow in the
Role box.

Left click to select “fka” (formerly known as), “dba” (doing business
as), or “fdba” (formerly doing business as).

L 4 When you have added all the aliases you want or all five lines have been
completed, left click [Add aliases].

STEP B3 The PARTY INFORMATION screen displays again (See Figure 12.)

L 4 You can review the aliases you have added for the debtor so far.

Left click [Review].

The ATTORNEY(S)/ALIAS(ES) ADDED screen displays. (See
Figure 14.)

= c 2]
UE F Bankruptcy  +  Adversary ¢+ Query + Reports + Utilities + Logout o

Attorney(s) added:
Mone added

Alias(s) added:
¥ Tool Guy, (fdba)

Return to Party screen | Clear | Uncheck to remaove from list.

Figure 14
All alias(es) you have added are displayed.

You can left click the check box by an alias name to remove that
name from the list.

Left click [Return to Party screen] to continue.

2 You can also add additional aliases.

Left click [Alias] on the PARTY INFORMATION screen.

A blank NEW ALIAS INFORMATION screen displays. (See Figure
14.)

Add up to five alias(s) following the procedure described in STEP
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B2.
Attachment B con't.

L 4 When all alias(s) have been added, return to STEP 5 in the main
procedure.
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